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CREATING YOUR TEL EVENT VIEWS IN MY LEARNING MANAGER 
 

 

 

At the logon 
screen, make sure 
your on “For 
Administrators” 
tab, type in your 
TEL POC 
username and 
password then 
click on the logon 
button 

 

 

This is the first 
screen you will 
get when you log 
on as a TELPOC.  
Notice when you 
click on the 
Views drop 
down menu and 
there are no 
Views to select 

 
 
On the following pages, you will be adding 4 Views and setting up your default Home Page. 



 

Click on 
Event  Management 
then click on Events  

 
 
 

 

Notice that there is  
1-20 of 860 events. 
This is why we 
isolate our TEL 
events by  
creating “Views”.   
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1. This next screen you will begin to set up the View where you “Register Your Site”. 
 
 

 
 

 
 

#1 Select 
TEL-Interactive 
for Delivery Method 

#4 Place your cursor on “Begin 
Date” so it turns green and do a left 
click on your mouse 

#3 Type in TELPOC 
#2 Select Draft for Status 

You will now see all the TEL events currently available to register your site, there are 1-20 of 36. 
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Click on the 
disk icon – you 
will “Save this 
View” 



 
 

 

Place your cursor in the 
white box and type in  
Register Site-Add 
Learner to Roster 

Click the 
OK button 

 
 
 

 

Click the 
OK button to 
save this view 

 
Congratulations!  You just created and saved your first View – where you register your site. 
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2. This next screen you will begin to set up the View where you “Add Employees before the 
Course”. 

 
 

 
 

#1 Change the Status to Scheduled #2 Type in TEL and press enter 

You will now see all the TEL events currently available to register employees, 1-20 of 36. 
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Click on the 
disk icon – you 
will “Save this 
View” 

 
 
 

 

Place your cursor in 
the white box and 
type in 
Add Employee-Add 
Learner to Standby 

Click the  
OK Button 
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Click the OK 
button to save 
your view 

 
Congratulations!  You just created and saved the View where you add employees! 

 
3. This next screen you will set up the View where you finalize the roster – Finished Events. 
 
 
 
 

 
 

#1 Change the Status to Finished #2 Click on Begin Date 
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You will now see all the TEL finished events 1-20 of 294 with the latest course the top entry. 
 

 
 
 

 

Click on the 
disk icon – you 
will “Save this 
View” 
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Place your cursor 
in the white box 
and type in 
Finished Events-
Move to Roster 

Click the 
OK Button 

 
 
 

 

Click the 
OK button to 
save your 
view 

 
 

Congratulations!  You just created and saved the View where you finalize the roster! 
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4. This next screen you will set up the View where you add employees who have watched a 

tape of course that allows credit for watching videotapes. 
 

 
 

#1 Change the 
Delivery Method 
to TEL-Videotape, 
and press enter 

You will now see all the TEL Videotape events 1-17 of 17 with the latest course the top entry. 
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Click on the 
disk icon – you 
will “Save this 
View” 



 
 
 

 

Place your cursor 
in the white box 
and type in 
Videotape Credit-
Add to Roster 

Click on the 
OK button 

 
 

 

Click the OK button 
to save your view 

 
Congratulations!  You just created and saved the View where you add employees when they 
watch a videotape of a TEL course that allows “credit”. 
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You now have all 4 Views that you need.   

 

 

Click on the Views 
drop down menu –
you now have all 4 
views you need 

 
We have not set your “default” home page yet.  When you press F5, you will get the below 
screen.  If you don’t mind this being your “home page”, then you are finished.  You can logout.  
If you would like to set your home page, go to the next page. 
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5. Changing your default home page. 
 

 
 
 
 

#2 Click on 
View Manager 

#1 Click on 
Settings 

 

Your Views should 
appear in the same 
order as this screen.  
Click in this first box 
so a check mark 
appears in the row 
“Register Site”. 

Click on the 
OK button 
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This is the next screen that appears.  Press your F5 key. 
 

 
 
After pressing the F5 key, it should bring you to the below screen which is now your Home 
Page. 
 

 
 
Congratulations!  You’ve successfully added 4 Views and set your Home Page. 
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